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	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: 01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Cynthia Beach
	SUPERVISOR'S CLASS: Construction Management Supervisor
	personnel analyst: Andrea Riley
	personnel date: 06/14/2007
	PERCENT OF TIME: 25%
	activity: POSITION SUMMARYUnder the supervision of the Chief, Program Liaison and Drawing File Management (PL&DFM) Section and the lead of a Water Resources Engineering Associate, the incumbent is responsible for providing support to the PL&DFM Section by performing a variety of analytical, reporting and writing functions of average difficulty.  Assignments require a working knowledge of applicable sections of Public Contract Code, Military and Veterans Code, and Government Code, and general budgeting and accounting procedures.ESSENTIAL FUNCTIONSThis position requires the incumbent to:  work cooperatively with others; meet specified deadlines; communicate effectively, orally and in writing; consult with, and make recommendations to the leadperson and the supervisor; maintain and apply knowledge of State, Departmental, and Division policies and procedures; proficiently use word processing, spreadsheet, database, presentation, and other applicable software and the Internet; maintain confidentiality; and maintain regular, consistent, and predictable attendance. The specific essential duties are:Via telephone, contact prospective bidders to review Department State Contract Act Public Works (SCA-PW) Disabled Veteran Business Enterprise (DVBE) bidding requirements and compliance procedures and to answer bidder questions about such requirements and procedures.  Requires thorough knowledge of SCA-PW DVBE rules and regulations, Public Contract Code, Military and Veterans Code, and Government Code.  As Department representative, handle politically sensitive questions, comments, and challenges in a professional and tactful manner and suggest compliance alternatives to resistive bidders.  Maintain detailed records of bidder contacts using written contact logs, which may be used for legal depositions or hearings.  Assist with evaluation of bidders' SCA-PW DVBE goals and good faith efforts for conformance to bidding, Public Contract Code, and Military and Veterans Code requirements.  Make verbal and written recommendations for Section 
	classification: Staff Services Analyst
	appointee: 
	dwr position number: 3820-5157-xxx
	sap personnel no: 
	sap position number: 50002831
	division: DOE / Prog Liaison & Drawing File Mgmt Section
	mcr: 1
	percent2: 20%20%10%10%
	activity2: Chief's approval regarding such evaluations.  Gather, tabulate, and analyze DVBE usage reports as required by Public Contract Code or Military and Veterans Code.  Ensure that organized records of contacts, evaluations, and recommendations are maintained for potential protests or claims.Review Department Construction Estimates and Recommendations for Acceptance.  Such reviews require research and analysis of funding, cost objects, commitments, expenditures, and escrow agreements; assist with consultation and cooperative problem solving with project headquarters personnel, program managers, and the Division of Fiscal Services; and, ensuring that appropriate approvals are in place before service entries are created (e.g. surety approval to release retention, Division Chief approval to process progress payments, Deputy Director approval to process final payment, or Office of the Chief Counsel approval to process settlement payments).  Review Quarterly Reports of Contract Value (Quarterlies).  Assist with analysis requiring a general knowledge of all ongoing DOE construction efforts and creation of complicated spreadsheets.  Due to Public Contract Code prompt payment requirements that require the Department to pay substantial interest penalties on late payments, incumbent must ensure that late payments do not occur by ensuring timely SAP service entries, determining appropriate funds for retentions/damages, and coordinating closely with Division of Fiscal Services personnel.  Ensure that organized records of construction contract files are maintained for audits, potential protests, or claims.Draft reports and correspondence related to PL&DFM issues (e.g. requests from the Division of Fiscal Services, the Office of the Chief Counsel, complex funding and commitment problems, portions of the Bulletin 132 construction update, portions of the DOE quarterly report on construction projects).  Requires use of Microsoft Word or Excel or other appropriate software.  As Department SCA-PW representative, assist with the development of workshop material using PowerPoint or other appropriate software, attend workshops, present workshop material, disseminate information, and assist with answering questions, many of which relate to politically sensitive DVBE issues. Generate and interpret SAP or Business Warehouse cost management and materials management reports for Department program managers to determine available budgets, commitments, and expenditures for SCA-PW contracts.  Requires responding to requests from other divisions (e.g. requests from Division of Flood Management, Division of Operations and Maintenance, Division of Fiscal Services), and creation of spreadsheets for analysis.  Make presentations to Division management as needed.Analyze, update and maintain the Drawing File Management database using W/edge software.  Requires creating W/edge database revisions, modifying database fields, revising database security settings, and transitioning files (e.g. from approval state to advertised state). 
	percent 3: 5%5%5%
	activity3: Estimate DOE’s document production requirements.  Write and administer the contract to meet those document production requirements, coordinate with a DOE contract analyst to prepare a document production bid package, assist in the contractor selection process, and assist in preparation of final contract documents.  After the document production services contract is executed, coordinate client needs by preparing appropriate reproduction orders and examining invoices for accuracy before forwarding invoices to the Section Chief to approve payment.   Scan and convert documents to proper file format as requested by clients.Assess SCA-PW contract specifications to identify work available for participation by DVBEs.  Requires analysis of the scope of work to determine work available by Standard Industrial Classification (SIC) codes.  Gather, tabulate, and analyze lists of certified DVBEs using the Internet, Excel, and other available software and send lists to bidders and DVBEs via fax, mail, or email.  Requires familiarity with SIC codes, contractors license categories, and the Department of General Services DVBE web site.  Ensure organized records of such lists are maintained for potential protests or claims.Analyze pending DVBE legislation for the Office of the Chief Counsel and prepare a written synopses of potential impacts to Department SCA-PW contracts.  Occasionally drive personal, state, or rental vehicles on public roadways to attend workshops, job walks/site visits, or training, or to conduct state business.  May be required to act for Chief, PL&DFM Section in her absence.SPECIAL REQUIREMENTSIncumbent may be required to possess a valid California driver's license, as incumbent may be required to travel to workshops throughout the state, and to project offices.OTHER RESPONSIBILITIESThis position also provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, and Engineering, and the Public Affairs Office during Governor-declared emergencies and/or flood, dam, SWP, and other incidents and emergencies.  This position may serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency response functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.
	supervisor name: Cynthia Beach
	employee name: 


